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Katie Fairchild, Trainer
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The M3 Inventory Module allows you to conduct a full or partial inventory on your library’s holdings. A full
inventory would involve your entire collection at one time; a partial inventory allows you to inventory a por-
tion of your collection at any time. Circulation can continue while going through the process.

Prior to vunning an Inventory:
1. Run any statistical reports you need for year-end (suggested reports attached).
2. Delete items that have been missing for awhile. Print a list of your deleted records; send a copy to
SLS for updating Union. Then purge all deleted records (bib and holding). If you don’t, Inventory will
look for them and report them out on the missing list. Note: You will lose all statistical information
associated with those records purged.
3. Buy new batteries for your portable scanner. Change the AA batteries every year before beginning
inventory; change the lithium battery every other year (you need to unscrew the back of the scanner).

Part 1: Conducting a Full Inventory

There are basically four steps in the Inventory process:
1. Scan barcodes with portable scanner
2. Upload barcodes from scanner (or key or wand directly into Inventory Module)
3. Process Inventory to obtain reports.
4. Mark Items Missing and/or Remove Missing Message from Newly Found Items

1. Barcode Scanning with Portable Scanner

A. Plug the portable wand into the opening on the tricoder box marked wand or scanner

B. Turn on: Onolder/larger units, switch is on the side; on the smaller/newer units, there is a green on/off button
on the top left of the key pad.

C. If the tricoder screen comes up with a message like “TRICODER W8163 HIT ANY KEY”
*Hit Any Key

D. If the screen says “NON-PORTABLE MODE”
*Press F1

E. At “DATA COLLECTION”
*Press Yes (Enter Key)

F.At“PROGRAMNO.?”
*Press 0 (zero)

G At “ENTER DATA”

*Begin scanning barcodes. You may also type in a barcode if you have trouble scanning.

The Shift key toggles between letters and numbers on the key pad.
Tip: You will need to scan all of the barcodes on your shelves as well as any other barcodes you may have assigned to periodi-
cals, videos, or items that are permanently stored in a classroom. We suggest that you do not scan your entire collection at
once---just in case something goes wrong with the upload. Maybe scan one section of shelves or do all of your 100s and then
upload before continuing. You can find out how full the memory is on the portable scanner by pressing the “STATUS"” key. The

1 date, time and number of bytes FREE will appear: If you get down to about 10K free, you should upload your barcodes. Press

the F1 key to return to barcode entry.




2. Upload Barcodes to Mandarin from Portable Scanner

A. Hook up the Inventory Y-cable to your workstation. The cable needs to be inserted between your
keyboard cable and the cable that connects your keyboard and desk scanner to your computer. The easiest
way to do this is to start with your keyboard---follow the keyboard chord to where it is connected to another
cable. Detach this connection--the Y-cable should be inserted here: one end attaching to the keyboard cable
and the other end to the cable that eventually goes into the back of your computer. SLS staff can help you with
the cable hook-up if you have trouble!

Plug the end of the portable Y-cable (the end that looks like a phone plug) into the portable scanner in the
opening marked “Computer” on the newer/smaller units or into the opening on the bottom of the older/bigger
units. Make certain your portable scanner remains on, otherwise your keyboard may not work. The scanner
may go into a “sleep” mode if you walk away and leave it for awhile; just turn it back on.

B. Begin Upload:
Step I:
To access the Inventory Module, double
click on the M3 Inventory icon in your
M3 folder. You will be prompted to enter
your login name and password. Only
users with the correct permissions to the
Inventory Module will have access.

: LRI Step 2:

shoct Inventory Session You will see a window like the one at left. You can choose to
' start a new session if you are just beginning Inventory.
Once you have started Inventory, each time you re-enter the
Inventory Module, you will want to open an existing session.

Think ofa “'session” as your Inventory running from start to
finish-—--it will include all of your uploads for this year’s
inventory.

The Inventory Window will open. ]
The narrow pane to the left ofthe

screen is the barcode pane--this is
where the uploaded barcode files

will be listed. The larger pane W
theright will list the various re-
ports generated from Inventory.




Step 3:
Click on the File Menu and choose

“Upload from Reader” to upload your
barcodes from the portable scanner.

Step 4:
Once you choose “Upload from Reader,” a window like the
oneat left will appear. Look at the portable scanner:
Ifthe screenis at “ENTER DATA”
*Press F1
If the screen says “NON-PORTABLE MODE”
*Press F1
If the screen says “DATA COLLECTION™
*Press No
At“DATAUPLOAD”
*Press Yes

Step 5:

The barcodes will scroll up through the
screen. Once the upload is finished,
click Save & Add.

Note: At this point, your tricoder will be displaying a

message asking you if you want to delete your barcode

file-—-DO NOT DO ANYTHING yet, until you complete

the next step of saving your barcode file to your

inventory session---just leave your tricoder where it is
3 until you finish saving the file.




Step 6:

The File Save window will open. Notice what
directory you are saving in. You can save files
wherever you want---just make sure you are saving
all files in the same place and that you remember
where they are!! M3 has an Inventory folder inits
directory if you want to save the files there---the
path to this folder is: C:\Program Files\Mandarin
M3\Inventory.

Type a filename in the box and click Save.Also
note that your barcode file is saved as a .bc file

type.

Once saved, you will be returned to the
Inventory Module screen. Your new barcode
file will now be listed in the barcode pane.
The number of barcodes in the file will be in
parenthesis to the right of the filename.

Ifyou click on the + sign next to the barcode
file, the file will open to display all the
barcodes contained in it. Click the -sign next
to the fileto close it again.

* =*¥%(Once you have successfully saved your barcode file to

~ 150000190
: E{m 43 your inventory session, it is OK to go ahead and delete the
- stson0te3 file from your tricoder. Press the green Enter/Yes key to
:{E% . delete the file; it will ask you if you are sure---press yes
 stsononise -again. The tricoder will now be clear and ready for your
el - nextround of scanning.
e srie

Continue scanning and uploading barcodes in
the same manner until you have completed your
scanning. Make sure you name each upload some-
thing different during the Save Step (top of page). As
you upload more barcode files, they will add to the list
in the barcode pane.
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Inputting “Random” Barcodes for Inventory

13 Inventory - @k’gtsq; oz O5740/7006 at: H8:40 AN

Option 1:
The Add Barcode choice under the
File menu allows you to type in one

Heew Session
Open Session...

: s T ~ barcode at a time to add to your
Remoe Barcode g current Inventory session; this could
. be useful for those books just re-
kil o0 NS turned in Cire. or for other random
DM books off the shelf that you want to
iy e enter into Inventory.
Prin Setip.
Exit

Add Bél"code

A box will appear---type or scan in the barcode to be
added to Inventory and click OK.

« ““’ ‘"‘ SEB S S Barcodes entered with this method will automatically be placed
i < W 3 " .

in the “Out-of-Sequence” folder in the left column. Barcodes
in this group will be inventoried like any other.

¥ shelf 1be(s6) There is a drawback to using this method of input: you are not

‘ ::i ;Z(:? able to save these barcode files as you do with the “Upload

S sl {rom Reader” option (see below). Saving the barcode filesis a

? e 6:,:4(‘5‘ form of ““backing up” your work---in the event you lost your

) : Inventory Session, you would still have your barcode files
saved separately, so you would not have to rescan. Out of
Sequence Items would be lost if an Inventory Session is lost.

Option 2:

The “Upload From Reader” choice can also be used
for those random barcodes---such as circulation
returns---without using the tricoder. When you click
on Upload From Reader, you can use your circu-
lation scanner to scan barcodes into this \ ; _
screen, or you can also type barcodes one at a § G5ac T
time, hitting Enter after each one. This method !

Connect the Tricader to the keyboard por behind the computer, andon
the Tricoder press "No' to Data Collection. Press "Yes' to Dala Upload.
When the uploading proceduie finishes click Save.

allows you to enter more than one barcode at a time, 3‘[2%‘3@3
and also allows you to proceed with the Save &\ ]
Add step, so that you can backup your work by P | adloesmte Caii

saving these barcodes as a separate file---unlike in
Option 1 above. These barcode files will be added
to the left column, just like the files you have up-
loaded from your tricoder.
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C. Closing and Re-Opening the Inventory Module

If you have begun an Inventory session and close the Inventory Module (by clicking the X in the top right corner of
the screen or by clicking on File, Exit), you will be prompted to save your session with the message below. Click Yes
to save your session for later access. This will save your session with all barcode files that have been entered into
Inventory.

3
b

When you click Yes, the File Save window will
open. Type in a name for your Inventory
session and click Save. Make sure you are
saving your Inventory Session in the same location

where you have saved all of your barcode files.

Thenext time you open the Inventory Module, you
will need to click on Open Existing Session to
retrieve the Inventory session you were working on.

o

~ M3 Inventory e ' There are also options on the File Menu for creating, saving
. and accessing Inventory Sessions:

New Session: Creates a blank Inventory Session,
with no barcode files loaded in; basically like starting
inventory over.

Open Session: Opens an existing Inventory Session.

ave Session: Save the Inventory Session that is
currently open. If you have the Inventory module
open all day, Iwould suggest you click this periodically
to save your work.

Save Session As: Save your current session under a
different name.--—be careful of doing this; you would
end up with multiple sessions saved, which might

cause confusion. Ifall is going well with your inventory
session, you shouldn’t really have areason to

use this.




3. Setting Inventory Options Screen

The Inventory Options screen contains a few settings that give specifics on how Inventory should evaluate your
collection. You do notneed to have this screen set up before you begin uploading barcodes into Inventory, however
you will want to review the settings on this screen before you move on to the Processing step.

M3

{ L "ﬂiﬂkﬁ X HalAdait

The Inventory Options screen allows you to specify information such as
your Institution Name (to appear on your statistics report), and the
Database you are conducting Inventory on (i.¢. Library vs. Equip).

You may also want to set Barcode Patterns for Inventory to evaluate.
For instance, if all of your barcodes begin with the same 3 letters, you
can specify that pattern here. When you upload barcodes into Inventory,
any barcodes that don’t match your pattern will be bolded in the

barcode list in the left column of the Inventory screen. However, there is
no report in Inventory that will list all barcodes that do not match your
pattern (so I don’t really think this option is all that necessary!). Click
on New Pattern to set a pattern.

When setling a new barcode pattern, type in the characters that
your barcodes have in common. Then indicate the minimum
and maximum lengths a barcode could be.

Click OK when done, You can add multiple patterns if you
have more than one in your library.

“Call Number Ranges™ is used when conducting a partial
inventory (see Page 11 of these instructions).

Check “Barcodes are case-sensitive” if you want Inventory
to evaluate the case of each barcode entered.

Check “Check call number sequence” if you want Inventory
to tell you what items appear to be out of shelf order.

4. Processing Inventory

When all barcodes have been uploaded into Inventory,
you will need to run this Processing step so that M3 can
compare the barcodes you’ve uploaded with those in
your database, Once you process inventory, you will be
able to view and print out a variety of reports. To
process, click on the Action menu and choose “Do
Inventory.”




5. Inventory Results: Dealing with Reports

Onceyou process Inventory, reports will be available for you to view and print. If you close (and save) your
Inventory session, the reports are not saved in the session. The next time you open the session, you will just need to
process (“Do Inventory™) again to get a set of “fresh” reports.

Inventory will only take a few seconds to process. When itis
finished, you will see a box like the one at left showing the
different counts it found. Click OK to view your reports.

The different Inventory Reports are labeled at
the bottom of the Report Window. Click on a
tab to view a report.

The Newly Found Report will list any
barcodes that were missing from a previous
inventory, but are now accounted for.

To Resolve: Printout the listing and go to
the shelves to verify that the items are actually
back in your library. If you determine that the
items are no longer missing, you can globally
“unmark” them (turn their status from Missing
to Normal). While on the “Newly Found™
Report page, click on the Action Menu and
choose “Mark Newly Found” items.

The Missing Report will list all items that
Inventory has determined are missing from your
shelves. These will be barcodes that are in your
database, but were not scanned into Inventory.
This will not include any items that are loaned
out at the time your Inventory is processed.
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Items that are missing for the first time will
appear in red and will say “Today” under the
date column (today is the first day they’ve been
noted as missing); items that have been previ-
ouslymarked missing will appear in black and
may show a date that they were first marked
missing.
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Note: To print any of your Inventory Reports, click on the tab for the report you want to print.
8 Then click on the File Menu and choose “Print [report name] List.”



To Resolve: Click on the call number heading to sort this list by call
number. Then print out and look around for items on the list:
*Double check your shelves; maybe some were missed
during scanning.
*Copy the list and share it with your teachers so they can
check their rooms for items. s i
Ifitems are found, scan and upload them into Inventory. You can then re-process your inventory (page 7) to get anew
report-——any items you have scanned in should have fallen off of the report. Continue this process as many times as
you wish.

When you are satisfied that items showing on the Missing list are really missing, you can globally mark all of the items
with a Missing message in their records. Click on the Action menu and choose “Mark Missing Items.” Each item
will now have a 994a field added to its holding record with the word MISSING in it. This message will show in
OPAC when the item is searched for. Also, if anitem marked as missing is returned, Circulation will alert you with a
message and will give you the option of returning the item to anormal status.

The Invalid Barcodes Report shows any barcodes that
were scanned into Inventory that are not found in your
database---cssentially, there are items on your shelves that
have not been cataloged in your database.

To Resolve: Thisreport cannot tell you the title of the item
(because there is not record for it in the database), but it
does try to tell you where the item is on your shelves by
identifying the item that was scanned after or before it--and
by giving the call number information of thatitem. Inventory
will not be able to give you any specific information on Out-
Of-Sequence Items. Print out this list and take it to your
shelves. Look for the title that is listed as before or afler the
“phantom” barcode---when you find that title, the item that
needs to be cataloged should be near it. Pull the item and
make a pile for cataloging later.
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the item and reshelve in the correct location.

Note: To print any of your Inventory Reports, click on the tab for the report you want to print.
9 Then click on the File Menu and choose “Print [report name] List.”




The Loaned Shelved Report shows items that have been
scanned during Inventory (and so we assume they are on the
shelf), but that also show as being loaned to a patron. This
feature can help you identify returns that may have gotten by
vour circulation desk.

To Resolve: Print out this list and locate the items on the
shelves. When you have verified that they are actually on the
shelves, type the barcode into the Circulation Return mode to
return the item and eliminate the loan transaction.

Note: If you are continuing to circulate during Inven-
tory, this is one report that could be inaccurate. If you
scan a shelf of items for Inventory, and someone checks
one of those items out before you process your Inven-
fory, those items will end up on this report.

T

im0
T Misslaced < u_u-(m Fu

The No Barcode Report will list any items in your database
that are missing barcodes in the Holding record. This report
doesn’t have anything to do with your scanning for Inventory,
butitis another feature that can assist you in “clean-up.”
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To Resolve: Search for the item in Cataloging. Determine if
the holding record that is lacking the barcode is a valid record
that you need to keep orifit is just a duplicate “mistake”
record that can be deleted. Your best guide is your shelves----
make sure you have a holding record for each copy of the item
you have on your shelves. Ifall copies are accounted for, you
can probably just delete this “extra” holding record. Ifnot, you
can add the necessary barcode to this holding record and save
it.

A Few Other Reports.....

The Duplicate Barcode Report will list any occurrences where two records in your database have the same
barcode. It will be very rare for anything to show up on this report!

To Resolve: If you do have any duplicate barcodes, you will need to pull the records up in the Cataloging module
and then compare the records with the items that are on your shelf to determine if one of the records needs to be

changed to another barcode, or if one is just a pure duplicate record and can be deleted.

The Out of Range Report is only generated when conducting a Partial Inventory (see page 11).

The Statisties Report gives a brief synopsis of your Inventory--including number of barcodes scanned, number of
records in your database and cost information surrounding missing items.

Note: To print any of your Inventory Reports, click on the tab for the report you want to print,
10 ' Then click on the File Menu and choose “Print [report name] List.”



Part 2: Conducting a Partial Inventory

M3 allows you to conduct a Partial Inventory on your collection; essentially, you can choose a section of
your collection (i.e. Reference) to inventory without being concerned with the rest of your catalog.

The process for conducting a partial inventory is basically the same as that for conducting a full inventory. Follow the
instructions given previously for scanning barcodes with your portable scanner and uploading them into your Inventory
Module. Before processing your inventory, do the following:

In the Inventory Module, click on the
Action Menu and choose “Tnveniory
Options”

On the Inventory Options screen, click on New Range
to specify therange of call numbers you want to inven-
tory. When this range window is blank, it means that
inventory will be conducted on your entire database.

In the New Range window, you can specify the call number range that you want to inventory.
Notice that the box for the beginning of the range is “equal to or greater than”---whatever number
you put in this box will be included in the inventory. The box for the ending of the range specifies
call numbers “less than” only-—the number you put in that box will not be included in the inventory;
only those call numbers below it. Note: Classification refers to entries in the 852h subfield of

the Holding record.

Hew Range

B s

You may also need to have the
Prefix box checked----ifthis box is
not checked, Inventory will include
allitems that have the classification
you’ve specified, even ifthey have a ke ok
prefix. Note: Prefix refers to ataia <
entries in the 852k subfield of the | B o Cancel
Holding record.




Call Number Range Examples

Example 1:

Inventory all non-fiction items with or without a prefix.
Includes classifications from 000 to 998.999. This will also include
items with non-fiction numbers that also have a prefix, i.c REF,
VID. To exclude items with prefixes from inventory, see Example
2

Call No. equalto or >
TaCallMo. <

: HféwfRangé :

Example 2:

Inventory all non-fiction items without a prefix.

Includes classifications from 000 to 998.999. Checking the prefix
box and leaving the selection blank will exclude all items that have
aprefix,i.e. REF, VID.

Call No. equalto ot >
ToCallNo. <

Example 3: W Prefiv.  JREA
Inventory all non-fiction items with a prefix of REF. Classfication Patt
Includes classifications from 000 to 998.999 that also have CallNo. equalto or > 4000

REF in the prefix (852k). ToCallHo. ¢ R 000

ok | Concel

HNew Range

Example 4:
W oreic | Inventory all fiction items that do not have a prefix.
Classification Pait This shows the use of an alphabetical range---F is less than
e §E“:W L G; Z is greater than A, ete. This inventory will include
i o B L classfications that begin with F, i.e. F, FIC, FICTION.

i Inventory Options

Istiution Name: [Wagne-Finger Lakes BOCES School Library Syste
When you create your call number range(s) for : Dalsbass Set [Lierary i
inventory, they will show in this window on the Barcode Patiems; e
Inventory Options screen. {Pattem  IMin__ IMax | Leadng. | Trsling.. |
Note that you can create more than one range for an !
inventory. In this example, I have one range that NewPater |  ModiyPaten |  DeetePsten |

includes all items that have a prefix of REF and a \ Call Hurmber Ranges.

{ 1 g - e ¥
second for all items that have a prefix of R. Using 7%;‘5';-(" 1 Sessiceton | Cosiosion %
multiple ranges like this can accomodate for inconsis- i L 5
tencies you may have in your records----some ; " ;
New Range i Modily Range J Delste Range J

reference items have a prefix of REF, some have R,

I Baicodes are case-sensitive
etc.

" Check call number sequence

Fiintad report font size

Click Save when ﬁnished-\ [i6 =]
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Processing a Partial Inventory

The processing step for a partial inventory is the same as for a full inventory:

When all barcodes have been uploaded into Inventory,
you will need to run this Processing step so that M3 can
compare the barcodes you’ve uploaded with those in
your database. Once you process inventory, you will be
able to view and print out a variety of reports. To
process, click on the Action menu and choose “Do
Inventory.”

Reports for a Partial Inventory

Follow the instructions given beginning on page 8of these instructions for looking at reports and marking
items missing. When conducting inventory on a range of call numbers, all reports will give information
onlypertaining to that range (i.c. a list of missing items from that range of call numbers).

Out-of-Range Report

This report is only generated during a partial inventory. Tt will give alist of any barcodes scanned into
inventory that are not in the specified range. Forexample, if you have set your call number range for
non-fiction onlyand a fiction book has been scanned into inventory at some point, that fiction item will
show on the Out-of-Range Report. This may indicate that the fiction item is incorrectly shelved in the
non-fiction section.

To Resolve:
The report will show you what item was scanned before or after the item to help you locate it on the
shelf, pull it and shelve it in the correct location.




